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V.

The purpose of this comminica™tion is to provide an operating pro-
cediore imder which evacuees at assembly centers will be transferred

to relocation projects»

To efficiently carry out this operation, close coordination between

WRA and WCGA is necessary.

Evacuees shall be transferred at the rate of approximately

every two days. To some extent, transportation difficulties might
be the regulating factor as to the exact nujnber transferred; how-
ever, adherence *to the above numbor in round Tiguros is desired 11

possible,

A roprcsGntativo of "the WRA is to notixy t+o WCCA in v/riting, dt
least mton days in advance of tho date that the relocation piojoct
is roady to rcccivo cvacuGos and In the case of the advance detach-
ment for that relocation project, advance notice of fifteen days is

rcouirede

Ac The advance detachment for a relocation project will be selected
by the U S. Employment Service subject to the approval of the
manager or mancigcrs of "the HSSGirfoly ccixtor or cent rs involved-

B. Dviring tiho process of solocting personneX 'to form advance de-

tachments, the following Wili bo observeds



X The familios of thoso pcr£5 ns composing the advance detach-

ment Wwill accompany it.

2< All personal property and effects of the evacuees in use by

gvccucgs Qt the center Will doooiApexiy "thG movenionlj

3. Doctors, nursos and dentists required for relocation projects

will be selected by tho U S. Public Health Service from tho

assembly centers having such personnel available

4 Insofar as practicable and v/henever possible,

select /0o or

more people in a Tamily as members of the advance detachment

This will reduce the total number of people composing iIt.

5 Personnel of tho advance detachmont w/ill consist of tho fol-

lowing, insofar as practicable!

Dietitians 1
Pharmacists 1
Laboratory Technicians 1
X-Ray Technicians 1
Hospital Attendants 10
Hospital Maids 15
Hospital Scc"y 1
Hospital Clorks 2
c == 101
Cooks” Helpers 10
Dishimshors 16
Waiters 20
Butchers 1
Bakers 2

Store Managers

Retail Clorks
Recreation leaders
Social workers
Carpenters
Electricians

Plumbers

Stono-Typists

Clerks

Guides (preferably high
school or collegelmen)
Truck Drivers
Laborers

Total

10
10
20

152

Advance detachments will be selected from assembly centers desig-

nated by tho WCCA.



VII.

VIl

X1,

Tho advance detachment V/ill arrive at tho relocation project desig-

nated six days in c.dwc,ncc of the First group of the raiin contingent

A, The household and personal effects of cvcicuocs now In storage
at the assenbly ccntor (f* any) and public  mchouses willl be
shipped to the cvacuoc by the HI xMithin a reasonable time after
cirrivGl oflthe cwcicuoG at the relocation project

B . All costs portc.ining to such shipments will be for the account
of the A,

C Private automobiles of cvacuGCS r/ill not bo included

Except under circunotG-nccs over i/hich there can be no control,

members of a family will not be separated,

Insofar as prr.cticc.blo, those cvacuoos associated socially or
forming a business comnunity or colony Hit.hin a dofini*fcc locnli™ty
prior to tho evacuation to an assembly center will bo kept together

and transferred to tho some rclocr.tion projects

Insofar as practicable and consistent With the provisions of para-
graph X, tho trcinsfcr of the mciin contingent of the evacuees from
tho assembly centers will bo ncido by blocks. This will facilitr.to
tho control and enable those responsible to have the evacuated area
properly policed and closed off froin further occupancy and tho pro-

perty clociiGd inspectedj cheeked and stored.



X1l Each assembly center involved in cm evacuation Will furnish tho fol-
1017ing recordsJ

A. A roster in dupliccitc; shovw/ing the names of all persons to be

t evncucitod This roster should be broken down shoving fcmily
—groups and Individual menbors of fcjnilics by name and cl.so other
individuals and it should also include the U-S_E.S. number,

B. Final statorients for all evacuees shoeing all obligations dis-
charged.

C. All other records pcjrtnining to lie cvcicuccs not cibovc mentionGd,
Tho abovo papers will be turned over to tho train commander for
delivery to the project nrjingor ct destination.

D. If it is not possible to furnish finrd. statoments at time of
transfer they will be completed as soon as possible rafter depar-

turG and mailed to '"tre projoct naneger at dGstinr;fcionc

XI11l. A dotciilcd record, of all persons released will be maintained by the

X1V  Personal cffee s of cvcicuoes will be propnred r,s follows:
A. All personal effects will be sccuroly bundled.
B. A shipping tag Will be attached to each bundle
C. Each shipping tag will show the followings

1 Nane of the individual or family head.

2 Tho ILS.E.S. number.
3 Total nunber* of bundles per individual or family hocid



XV.  Transportation and military personnel to hcmdlc the novcmc-nt will
be provided by the Army through the Evacuation Operations Divi-

sion> WCGA.

XVI. On rail movements one car on each train will be reserved for invalids

aged and feebles and mothers with infants.

XVIl. Medical personnel, including ncccssciry nurses? for a movement from an
assembly center to a relocation project will be provided by the

U. S. Public Health Service.

XVIIl. Noccssary messing facilities for train r.nd truck novements will bo

arranged for by Evacuation Operations Division, WCCA.

XIX. As each assembly center is evacuated, the center manager involved
will, with the approval of the WCCA? retain tit the center n rear
detail of approximately 250 cvr.cuccs for the purpose of storing
property, policing? and general cleanup necessary to secure a clear”

anco for closing the center. This detail will bo conposod of non

only and will be subsequently transferred at oarlicct pra.cticc.blc

date.

XX, n

sottlcnont of property accounts of center managers arc being



prepared.

Plans for the utilization of buildings and utilities erected at
assembly centers? after the removal of the cvacucos to relocation

projects, will be determined.
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MR RELOCATION AUTHORITY

San Francisco, Calif. Office
T.?hitconb Hotel Building

May 28,1942

BULLETIN NO. T- Supplement

TO: Project Direc ors, and Regional Staff
FROM E. R, Fryer, Regional Director
SUBJECT Project Addresses

Until fu:rbhs;r no ice the follovdng addresses are iIn effect
for ManzaneLr Far* Reloca ion Project:

Roy Nash, Project Director

Posta Addresss Fanzanar, California
Telegraph Address: Manzanar”™ California
Telephone Address Independence 671

Freigh Address: HanZYtbi lifornia

i
EO R. Fryer 1
Regional Director



HEADQUARTERS TOSTEM DEFENSE COI/niAND MD FOURTH ARI/H

OFFICE OF THE COMMANDING GENERAL
PRESIDIO OF SAN FRANCISCO, CALIFORNIA

EVACUAT ON BULLETIN NO, 1

INSTRUCT10NS GOVERNING TRANSFER OF EVACUEES FROM

ASSEMBLY CENTERS TO RELOCATION PROJECTS

SUPPLEMENT NO, 1. May 275 1942.

XX

Each assembly center manager will have prepared a change
of address card for each evacuee vw/ho is to be transferred
frora an assemb y center to a relocation project.

It iIs recommended that the assenb y center manager secure
from the postal authorities in his ocality a sufficient
number of change of address cards, so that evacuees can
prepare these cards as soon as they definitely laiov the
relocation area to which they aro to be transferred.
After preparationj the center inanagor will collect the

cards and turn them over to the postal mrbliOrities.



Sacaton9 Arisom
Jrne 10 191

M.m HAHDUM FOB E* Fryer, Regional Director
Subject* * Bulletin Ho* 1"

HeoNipt is ackBCfwlCdg»d of yota* mesiorandum of «lin0 6F
9i2 witdi regard to Romc\jatioa Ctilletin
Ho* I*n

Ve will keep your offic# In,fox<i of th« developR®2lt of
facdli.tles at Gila so 3r tCinii be In..a position to
notify the idlitary at least ten dinys in adrmne® of dHI©
d&t®© that project iIs ready to rOcOIVO th® ad™tmoe d»Ff
of evacuees as veil as subsequent trouf™  evacueest

LIKomsML



mn RELOCATION AUTHORITY
VJhitcomb Hotel Building
San Francisco* California

June 12# 1942
Bulletin No, 1 - Supplement 2

¥W_.OJWn)W. TO: Project Directors and Regional Staff

SUBJECT Project Directory

until further notice the follovdng addresses are in effect for the project
SViosi §

COLORA_DO~RIVER-mR RELOCATION PROJECT:
Wade Head, Project Director
Postal Addressi Poston, Arizofia
Telegraph Address \Western Union, Parker, Arizona #
Telephone Address: Parker, Arizona (461)to Poston, Ariz,
Freight Address Parker, Arizona
Teletype Call /1780

GIIA RIVER mH RELOCATION PROJECT:
Eastburn R. Smith, Project Director

Pos al Mdress: Care of Pima Indian Agency
Saoaton, Arizona

Telegraph Address: Care of Pima Indian Agency
Sacaton, Arizona

Tel8IDhone Address  Caro of Pima Indian Agency
Sacaton, Ari zona

Freight Address Casa Grando, Arizona

FINIDOKA MR HSLOCaTIOIC PROJECTA
Harry L# Stafford, Project Director
Postal Addross: Eden, Idaho
Telegraph Address: Eden, Idaho
Telephone Address Eden, Idaho

Freight Address: Eden, Idaho
TULB L/iIKE MR RELOCATION PROJECT:
*'Slmer Shirrell, _.ictmg Project Diroetor
Pos al Address: P* e Box 813, Tulo Lake, Calif.

Tolegraph Address: Tulg Lfiko*via Postal Tolegraph PRA.
Telephone Address: Tule Lake, Calif.
Freight ~adross Staley, California

MEL a\TIOF PRO.J3CT:

Aoy Ha™h, Projec- director
Postal -i.do.ress: Kanzanar, Calif.
Tolograph Addrosss Manzanar, Calif.
Telephono Address: Independence 671

Freight Address Manzanar, Calif*.
This will supersede our memorandum of May 11 pies should be
destroyed*
E. R. Fryer

Regional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building

BULLETIN NO, 1 San Francisco, California

Supplement 3

TO: Project Directors and Regional Staff
SUBJECT: Project Directory

August 4# 1942

Until further notice the following addresses are in effect for the projects

shown:

COLORADO RIVER RELOCATION PROJECT:
Wade Head, Project Director

Postal Address:
Telegraph Address:
Telephone Address:
Freight Address:
Teletype Call:

Poston, Arizona

Western Union, Parker, Ariz,

Parker, Ariz. (461)to Poston, Ariz.
Parker, Arizona

#7280

GILA RIVER WAH RELOCATION PROJECT:
Eastburn R. Smith, Project Director

Postal Address:
Telegraph Address:
Telephone Address:
Freight Address:

Rivers, Pinal County, Ariz,

Care of Pima Indian Agencyj Sacaton# Ariz
Care of Pima Indian Agency® Sacaton, Ariz
Casa Grande, Ariz.

FINIDOKA FAR RELOCATION PROJECT:

Harry L, Stafford, Project Director

Postal Address:
Telegraph Address:
Telephone Address:
Freight Address:

Eden, Idaho
Eden, Ildaho
Eden, Ildaho
Eden, Idaho

TULE UI™E WAR RELOCATION PROJECT:
Elmer L. Shirrell. Project Director

Postal Address:
Telegraph Address;
Telephone Address:

Newell, Calif*
Tule Lake via Postal Telegraph PRA
Tule Lake Calif.

Freight Address! Staley, Calif.

MNZANAR rBR RELOCATION PROJECT:
Roy Wash, Project Director
Postal Address: Manzanar, Calife
Telegraph Address: Manzanar, Calife
Telephone Address: Independence 671 ~
Freight Address: Manzanar, Camif* V

CEIITRAL UTAH RSLC»CATION PROJECT;
Warren W. Smith, Acting Project Director
Postal Address: Delta, Utah
Telegraph Address: Delta, Utah
Telephone Address: Delta 831
Freight Address: Delta, Utah

This will supersede our memorandurri of June 12*

S. Ri Fr/fer
Regional Director

AUG 8

1942
REFERRED FOR ACT®



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco,California

BULLETIN NO 1
Supplement

TB: Project Directors and Regional Staff
SUBJECT: Project Directory

Until further notice the following addresses are in effect for the
project shown:

COLORADO RIVER WAR RELOCATION PROJECT:

Wade Head, Project Director

Postal Address: Poston, Arizona

Telephone Address  Pparker, Arizona (261)to Poston, Ariz.
Freight Address Parker, Arizona

Teletype Call: Parker 7280

GILA RIVER WAR RELOCATION PROJECT:

Eastbiorn R. Smith, Project Director
Postal Address: Rivers, Arizona
Telegraph Address Western Union, Rivers, Arizona
Telephone Address Casa Grande 363
Freight Address Casa Grande, Arizona

MINIDOKA WAR RELOCATION PROJECT:

Harry L. Stafford, Projedt Director
Telegraph Address: Eden, ldaho

Postal Address: Hunt, Ildaho
Telephone Address Jarome 017 (PBX at Project)
Freight Address: Eden, ldaho

TULE LAKE WAR RELOCATION PROJECT:

Elmer L* Shirrell, Project Director
Postal Address Newell, CalifDonia
Telegraph Address Tule Lake via Postal Telegraph PRA
Telephone Address Tule Lake, California
Freight Address Staley, California

MANZANAR WAR RELOCATION PROJECT:

Roy Nash, Project Director

Postal Address: Mansanar, California
Telegraph Address Manzanar, California
Telephone Address ndependence 671

Freight Address Manzanar, California






MR RELOCATION AUTHORITY
TIhitcoinb Hotel Building
San Francisco, California

BULLETIN-NO.1 November 17,1942
Supplement 5

TO: Project Directors and Regional Staff
SUBJECT: Project Directory

Until further notice the follovw/ing addresses are in effect for the
projects shown:

colomdo KivsR mn moCATIOU PROJECT:

?fade Head. Project Director

Postal Address: Postonj Arizona

Telephone Address: Parker; Ariz, (461)to Poston, Ariz
Freight Address: Parker, Arizona

Teletype? Call Parker 7280

Passenger Address Parker, Arizona via San a

G!I-A R_IE&_M R RE_LOCATI'.ON PBOJECT:

Robert B, Cozzons, Actinf, Project Director

Pos al Addressj Rivers, Arizona

Telegraph Address: Western Union, Rivers, Arizona
Telephone Address Casa Grando 190

Freight Address Casa Grande, Ariz*

Passenger Address Coolidge, Arizona via SP

MINIDOKA m R RELOCATION PROJECT

Harry L. Stafford, Project Director
Postal Addresss Hunt, Ildaho
Telegraph Address: Eden, Idaho
Telephone Address Jerome 017 (PBX at Project)

Freight Address Eden, Idaho
Passongor Address Twin Falls via SP - Bus to Eden
TULE JJJE HELOCATION PROJECT:

Elinor L. Shirroll, Project Director
Postal Address NeTrell, Calif,
Telegraph Address Tule 1MakG"via Postal Telegraph PRA
Telephone Address: Tule L&ko, Calif.
Freight Address: Staloy, Calife
Passenger Address? Klcunath Falls via SP - Bus to Tule Lako



MANZ/™AH

HSLOCATION PROJECT

Solon T. Kimball, Acting Project Director

Postal Address:
Telegraph Address
Telephone Address
Freight Address
Passenger Address

ManzanaCalif#
ManzanaCalii™,

Independence 671

Manzanar, Calif.

Mojave via SP or Santa Fe & Bus
to Fanzanar

CSNTH1L UTAH RELOCATION PROJECT:

Charles F. Ernst, Proioot
Postal Address
Telegraph Addressj
Telephone Address:
Freight Address
Passenger Address

HEART MOUNTAIN

C* E, Rachford,
Postal Address

Telegraph Address
Telephone Address:
Freight Address

Fassongor Railhead

GRmiM WAR RSLOOITION PROJECT:

J* G, Lindley,
Postal Address:
Telegraph Address
Telephone Address
Freight Address

Passenger Railheads

JERa® W,R RELOCATION PROJECT:

Paul A. Taylor,
Postal Address:
Telephone Address
Telegraph Address
Freight Railheads
Passcngor. Railhead

Director

Topaz, Utah

Delta, Utah

Delta 1031

Delta, Ut -h

Delta, Utah via UP

RELOCATION PROJECT

Project Director

ildmini3 ration Building

Heart Fountain, Wyoming

Heart MToimtain, -Wyoming

Cody 725 *

LCL shipments Cody, Wyoming-
Carload shipments, Vocation, Wyoming
Doavor, Wyoming (connecting bus

from Deavor to Hoart Fountain)

Project Director

Armacho Bro.nch, Lamar, Colorado
Lamar, Colorado

Lamar 331

LCL and carload shipments
Granada, Colorado

Lamar, 0O orcido

Project Dirootor

Jerome, . Arkansas
Jerome, Arkansas
Jerome, Arkansas
Jerome; Arkansas
JoroniG, Arkansas



ROWJSR K.R .HSLOCATIOK PROJECT:

Ray D. Johnston, Project Director
Postal Address 422 N. Hxwy. St*, OId Paul IWhsc.**
KcGechoo, Ark*
Tolcphono Address KcGohec™® 314***
Telegraph Addross FoG-cheG Arkansas***
Freight Railhead HcGchee, Arkansas***
Passengor Address HoGohoc, Arkansas***

This will supersede our memorandum of Augu&t 4 , 1942#

Acting Regional Director

MTcmporal " jr hoadquo-rtors of the Rohwer Relocation Contor is at
FcGchecc, Arkansas, When tho Project has boon completed tho indicated
addross will bo Rohwor, Arkansas*



WAR RLLOGATICINi #iUTHOFilITY
Whitcomb Hotel Building
San Francisco, California

May 21, 1942
BULLETIN NO. 2

To: Regional and Project Personnel
From: E. R. Fryer, Regional Director
Subject: Salary Checks

Regional Office .employees appointed on an indefinite

(war duration) basis may ordinarily expect to receive
their salary checks on the 15th and the last day of each
month . Regional Office employees appointed on a temporary
basis™nay expect their salary checks on or about the 8th
and 23rd. of each month.

Salary checks for Project employees will ordinarily be
received in the Regional Office on the dates first men-
""cioned above ’and will be mailed to the projects the same
day received.

E. R. Fryer
Regional Director



WAR RELOCATION AUTHORITY
Yithitconb Hotel Building
San Francisco, California

BULLETIN NO. 3 June 3, 1942
To: Regional Office Personnel
Subject: Stenographic and Mail Room Assistance for

Saturday Afternoons, Sundays, and Holidays.

Since” ;he urgency of Wst Relocation Authority work necessitates
extraordinary i t is considered necessary that steno-
graphic and nii.l room soptices be ovailsole on Saturday afternoons,
Sundays and Holiday5. The following arrangements have, therefore,
been made:

SteaoAprathic 1-ool

At least ore Stno™Mrr.Dher i3l be- on duty during the following

Sundaya ~ 10 A-Ma to 4
In case anj>-member of the Regional staff expects to draw upon the Pool
for a considerable mvwolure of Bterographic or typing work“during the
hours, mentioned, the Head of ths Pool should be notified, if possible,
before 10 A_M. on Saturday, so that arrangements for handling the extra
work may be nmD.de with a miniraum of inconvenience to Pool personnel*
Mail Room

A Tile clerk or messongor will be on duty during the follo?iring
103rs:

Saturday afternoons until 6 P_M#
Sundays -10 A.M. to 4 P_M.
If Ho idays arc to bo observed by the staff generally, the

special services raentionod will be available from 10 ALM. to 4 F.M#
If Ho idays are not to bo observed, tho regular hours of duty will

Rogional Director



WAR RELOCAITION AUTHORITY.
V/hitcorob Hotel Building
San Francisco, California

BULLETIN NO. 4 June 8,1942

To Regional Office Personnel

Subject: Mdress Pile

A card file containing home addresses and telephone
numbers of employees of the regional office is now available at
the receptionists de3k, for use in co.muiiieating with employees
outside regular hours of duty. A duplicate filo is available
in the Hail and ?ilcs Section,

Changes of address or telephone number should bo re-
ported inmiGdic-tGly to tho Mail and Files Section so that tho

file can be kept current.



mn RELOCATION AUTHORITY

Whitcomb Hotel Building
San Francisco. California

June 11,1942
Bulletin No 5
MS OHIINDU; "0  Regional Stp.f:

SUBJECT. Security

Employees £ the War Relocation Authority are expected to observe
all pit tect.l”fe rules and regulations relating to;

Air_Raid Alerts

On an a.lsrt® 1%r Relocation Au hori y personnel will remain in heir
offices and continue their duties*

At the beninr.ing of ah actual raid, persontiel e.te directed to leave
their officer p.nd remain in %e corridor of he -hird floor away
from St mirrors*

Blackouts

In event of a blaokou-fe signal, the lights in th”*""~iuC mb Hotel
Building vail be ed iliguish(3d by a master fewitch* elevator service
mil be continued by auxiliary power. The olily lighcing available
will be of an omergency namure hrough the ude of f"lash lights

All offices will bo supplied with at least one blackout flash light*

As an additional phase of security, should consider thg necessity
for treating confidential res Micted information with some care*
Communications of importance,which are confidential or restricted
should be placed in locked drawers or locked files at night. Office
doors should be closed and locked; desks and file cases shou d also
he locked when required. Offices when vacated for the night should
have all lights extinguisned.

In order to carry out ho intent and purpose of this xnomoranduBi,
together with such other memoranda on the su~fect/”rhich may bo issued
Mr. Groorgo Dorman has been designatpd-a-5 Seounitw Officer*

E. R* Fryer
Regional Director



MR RELOCATION AUTHOHITY
?2Jhitcomb Hotel Building”
San Francisoo, Californii

Juno 15, 1942

BULLETIN NO. 6

IEWWOR/INDN TO* Regional Office Porsonnol -

SUBJECT Hiinedgraph Work

The regional office” of tho ITar Rolocation Authority now has
faeiXitios to handle most of our o™m roquosts for mimoograph
work .

In ordor to systemati2 our duplicating procoduroe t is ro-
quostod that all stohcils and Requisitions for Duplicating

bo sent to tho Hoad of the Stenographic Pool, who will approve
tho requisition and havo tho work done*

If a Circular or Bullotin is to be prepared for distribution,
ploasc sond such conanuniOQ."bions to tho Hoad ©F tho Stenographic
Pool for proper cheeking, numbering, stencilling, and distribution*

E. R, Fryor
Regional Director



WAR RELOCATION AUTHORITY

Whitcomb Hotel Building
San Francisco, California

June 22,1942

BULLETIN X@. 7

MEMORANDA TO: Regional Office Staff

SUBJECT : Air Hail Schedules

The following schedule shows the time of departure for air mail
to other offices of the War Relocation Authority. Please note
that the mail must be in the Mail Room by the time shown to allow

sufficient time for proper processing.

Destination Must be in Leaves Post
Mail Room bv: Office*

Eden, Idaho 345 M 7 20 PM
Tule Lake, California (No air mail schedule)
Manzanar, California 10-55
Sacaton, Arizona 2:15 5 é
Poston, Arizona 2-15 M 5-35

7th and Mission Post Office

No time saved by use of air mail

Schedules to Washington are not shown
pickups daily.



WAR REIXXIATIOK AUTHORITY
m"/hitconb Hotel Building
San Francisco, California

*
BUT.IETIF m* 8 June 12,1942

Regional Office Personnel
FROM: R» Fryer, Regional Director
SUBJECT Extinguishiiae Rights and Closing Offices
All regional office enplo™rees aro requested to turn out office lights
when leaving their offices at noon and at the close of the day.

employees permanently assigned to offices should lock office

Also,
N N~ eaVing thetend f thG day* Keys wiU be supplied

lour cooperation in these matters will be appreciated*

E. R. FRYER
Regional Director



WAR RELOCATION AUTTiORITY
Thitcorab Hotel Building
San Francisco, California

June 29,1942

BU"U.ETIF HO. 9

TO: Begional Office eind Project Personnel
FROM: H, Fryer, Regional Director
SUBJECT : lioui*s of Duty - July 4

The ufmal Saturday .hours of duty, 8:45 A*M. to 12:45 P#H#, will

be observed on July



WAR RELOCATION AUTHORITY
Whitconib Hotel Building
San Francisco, California

BULLETIN NO . 10 July 9,1942
TO: Regional and Project Personnel
SUBJECT: Retirement Deduction

Anticipating that many questions will be forthcoming on the
amounts on pay ch8c3:s for the period July 1 to July 5, you are
reminded that, effective July 1, & retirement deduction of 5*
is to be made from all Govemriient salaries, iInstead of the

former 3j/.

E. R. FRTER
Regional Director



WAR RELOG [ION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

BULL2TIN HO . 11 July 10,1942

Regional Office Personnel

SUBJECT Economies in Travel Sxpenditures

The coopscation of all employees is requested to the end that every
possible econorry in travel expenditures, consistent with the efficient
prosecution of tlie businsss of the War Relocation Authority, bo made*

OFf particular iiiiportance at this time ip th.3 avoidance of duplicating
travel by automobile* In sn effort to j?oduc8 sucli overlapping travel

to a minimum, a register is Leing ostablisliod at the Information Desk,
wilich. 1t is 110pod 7ill sorvo "o "bring "foocldiiGr. poi“sons wlio &ro plsnning
trips to tiio sanio dostination at approximately tho same timo. In order
to raako this sorvico as offcctivo as possible, tho following suggestions
aro InadG

(1 ) An employee planning a trip 011 whicii his personally owned car
will be used on a mileage basis is requested to inform the Desk
as far In advance as possible of liis destination, time of de-
parturQ ?.d rotijime SscrstariBS should assuni© "th6 responsibi-
lity of supplying this information to the Desk*

() Mi employee requesting a Government car will furnish the Desk
11is proposed itinerary as far in advance as possible, in order
that the possibility of joint travel may be investigated,

(@) Tho Clork in charge of tho-Desk is instructed to securo tho
approval of Division Chiefs for all assignrflonts of official
cars, GXCGpt thoso involving usg for p3110ds of a day or

loss in tiio Bay area*

Gonorally, oororaon earriGr tranfy rtati n siio’old bo used whore over-
night slocpoil service is available &iid tho business at hond doos not
nocossitato intorincdiato stops, since this nodo of travel permits

a seeing iIn timo*

B. R, ram
Rogional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

July 17,1942

BULLETIN NO. 12
TO: All Employees

SUBJECT: Personal Transactions with Evacuees

It is directed that the relations of personnel of the
War Relocation Authority with Japanese evacuees be
confined to official business, and that no personal
business be carried on either directly or indirectly
between personnel of Var Relocation Authority and such

evacuees.

t k, Fry'r

Regional Director



ON AUTHORITY
vThitcomb Hotel Building
San Francisco, California

BULL3TBI NO. IS July 29,1942
TO: Regional Office Personnel
STBIIX3T: Certification of Expense Accounts

The following employees of the Regional Office are now authorized
to acknowledge expense accounts, thereby eliminating the need for

having such accounts notarized:

Rubye L. Kjellfimd Room 353
Helen L, Weatherman Room 336
S. R* Fryer 1

Regional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

July 3 , 1942

BULLETIN NO. 14
MMORA1IDUM TO; Regional Staff
SUBJECT: Memoranda addressed to the Assistant

Chief of Staff of the Vlartiine Civil
Control Administration

All memoranda addressed to the Assistant Chief of
Staff of the Wartime Civil Control Administration
shall be prepared for the signature of the Regional

Director.



WAR RELOCATION AUTHORITY
VThitcorab Hotel Building

San Francisco, California

BULLETIN NO . 15 August 51,1942
TO: Regional Office Personnel
SUBJECT; Hours of t)uty - September 7

The regular hours of duty, 8:45 A_M. to 5;50 P.M., will be

observed on Labor Day, Monday, September 7.

R. B. Cozzthi

Actg. Regional Director



WAH RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco., California

BULLETIN NO« 16 September 3,1942
TO: Regional Office Personnel
SUBJECT: Printed Office Forms

Attached is a list of the most commonly used office formse Most of
these forms are carried in stock by the Office for Emergency Management,
the Army Quar ermaster Corps or bym he Regional Office Supply Room*

You will find a form on the attached list that will take care of practi-
ca iy all needs for office forms*

It is requested that before a request is submitted for printing or
otherwise duplica ing awsform, this list be consulted to ascertain whether
or no an existing form can 'be All he forms will mot "be
immediately available as some will have to be ordered by the Office for
Emergency Management from their Washington Office.

Only a few of these forms are carried in stock by the San Francisco
Regional Office; however, any requests to carry additional forms in stock
v/ill be given careful considersmion and if it is determined that the
forms are necessary a supply will be ordered immediately*

E* R, Fryer
Regional Director



Form Camber

mA- i
TOA-2

vIU-3
“iiiRA4
-5

mA -6
VIRA-7
-8

9
-10
-11
IRA-12
MIERA-13
14
WA-15
MA- 16
A- 17
WA-1Q
WRA-19
-20
1PJU21
-22
-23
MA- 24
-25
-26
WRA-27
28
-29
-30

-32
33
-34
-35
WRA- S6
-37
-38
7JRA- 39
- 40
-41
- 42
1RA- 43
WILIRA- 44
-45
-46
-47
- 48
-49
- 50
1RA- 51

9/1/742

WRA FO

Enlistment in War Relocation Work Corps
AfFfidavi ‘'by Enlistee

Cost Con ro Register

Storehouse Issues Register

Sales Book

Time Roll- Evacuees

Requisition for Materials and Supplies (Mimeographed)
Requisition for Materials and Supplies (Mimeographed)
Property Control Sheet - Nonexpendable

Proper y liwontory Card - Expendable
Investment Record

Employment Record

Subsistence Stock Record Card

Notification of Arrival of Employee at Now Duty Station (Mimeographed)
Referral Card

Memorandum Receipt (Mimeographed)

Daily Issues of Gas, Oil and Grease (Mimeographsd)
Continuous Statement of Gasoline on Hand (Mimeographed)
Continuous Statement of Oil and Grease on Hand (Mimeographed)
Notification of Change of Official Station (Mimeographed)
Notice of Assignment

Employee Driver!s License

Request for Approval of Field Personnel Action

Uotice of Employment under Letter of Authorization (Mimeographed)
Notice of Termination of Employmsnt under Letter of Authorization
Individual Record

File Cover

.File Request - Charge

Obliga ion Register

Mail Order Request

Service Record Card

Re urn This Material o Central Files

File Card

DirectorTs Correspondence

Record of Irrberview

lIdsntificabion Card Record

Iderrfcifioat;i on Card Receipt Listing

Visitors Pass

Consent to Care at Hospital

In- Fatient Admission and Discharge

Admission Report (Pads)

Doctors * Order Sheet

Temperature Chart

Bedsiae Record

Clinical History Record

Physical Examina ion

Ward. Surgeon” Progresis and Treatment Record

Ante Parturn Record

Labor and Pos Partinn Record

Newborn Record

Surgery Record



Form Number

I/VRA52
-53
TfiA 54
ITIRA-55
IRA-56
WRA- 57
WA-58
-59
-60
A -61
mu-62
WTJUG3
-64
m-65
HU-66
N/RA-67
I/VRA-68
1VRA-69
-70
mu- VI
WRA-72
-73
- 74
WRA-75
WRA-76
- 77
7IRA-78
-79
-80
IRA-81
YdRA-82
WRA 83
MA-84
85
WRA-86
WRA-87
imA-88
-89
-90
-91
-92
-93
A 94
T®A-95
-96
WIA-97

971742

WRA FORMS

Description

Report of jUiesthesia

Requost for Laboratory Examination (Pads)
Laboratory Record

X- Ray Report

Request for Consultation (Pads)

Permit for Post-Mortem Examination

Autopsy Record

Unusual Occurrence Report

Nursery Summary Shee
Defecation and Urine Lists

Dispensary Minor Ailment or Out-Patient Progress Record
Immimizati on Record

House Call Report (pads)

Public Health Uursing Record

Supply Room Loan Record (Fads)

Requisition Form (Pads) (Medibal)
Repairs Form (pads) (Msdical)
Linen Requisition (Pads) (Medical)

Prescription Blank (Fads)

Scneduls of Rates (Mimsographed)
Housing Occupancy for v/hich payroll deduction is to be pado (Mimeo*)
I"Totice T Housing "Vacated for which payroll deductions ghquld be

Application j.or Public .Assistance Grant (Mimeographed) (stopped#- Mim©o
Voucher for Public Assistance Grant (Mimeographed)

Monthly Grant Report (Mimeographed)



CFF1CE FOR EMERGENCY MANAGEMENT FORMS

Form Number Description

GSM-1 Advice of Personnel Action

OEM«2 Application and Personal Itistory Statement (Discontinued - Uso SF-57)
OEM-2a Application and Personal History Statement - Attorney”
OEM-3 Current payroll Deductions

OEM-4 Change of Address

OEN-5 Daily List of Absentees

OH 7 Request for Compensation Per Diem Personnel
OM«7a Request f r Compensation Per Diem Personnel (Field)
OSM-8 Applioation for Leave of iibsence

OSI'A-10 Request for Leave Slip

OEM-11 Notice of Resignation

om 12 Inter-Offico Transfer

OEM-13 Certification of Full Pay

OEM-14 Personnel Record

OEM-17 Request for ijeebe Status

cav-19 Notice of Entrance on Duty

OEM-20 Personnel Charge Out

OEM*-21 Filo Ticket

OEM-25 Biographical Statement

OEM-27 Position Description

OEM-2 7a " " (Field)

OEM-28 Request for Personnel Action

OEM-30 File Copy

OEM-31 Chronological Copy

OEM-32 office Momorandum - 8 x 10

OEM-33 Office Momoranduin - 5 x 8

OEM-34 Tolophono Message

OEM-35 Attached Papers

OEM-37 Cross RoforGnco Shoot

OEIMS8 Lottor Chargo u

CEM-39 Roquost for Authorization of Travol

OEM-40 Requisition for Printing and Binding
OEM-41 Requisition for Supplies

OEM-41 Corrfcima ion Shoc.t

OEM-42 Purchaso Ordor (New Form - Usa instoad of OEM-389)
OEM-44 Toll Ccill Cortifioato — Yellow and Grcon (50 sots por pad)
m-45 Toll Tlckot

OEM«46 Switchboard Timo Shoot

OsSM-47 Mail Receipt

02M-48 Incoming Mail Count

OEM-50 Pos dgo Stamp Report

OEM-50a Continuation Shout

OEM-51 Report of Tokens Usod

OEM=52 Daily Roport Volume of Mail

OEM-53 Statement of Official Mattor Mailed Froo
OEM-54 Daily Roport of Uso of Cars

OEM-55 Chauffour*s Daily Roport

OEM-55a i @ it

OEM-57 Purchaso Authority Rogistor

OEM-59 Tolophono Rocord

OEM-61 Transfer of Property (issuo Slip)

OEM-64 Record of Bills of Lading

9/1/42



2 OFFICE FOR EMERGENCY MMGEMENT FOBS5S

Form Number Description
OEM- 65 Report of Material Heoeived,

OEM- 71 Travel Authorization
OEM- 71 " " (Tissue)
OEM- 73 Budget Estimate by Months
OEM- 74 Miscellaneous Voucher Record
OEM- 75 Machine Ledger
OEM- 75a Allotment Ledger
OEM- 75a Inserts
OEM- 77 Daily List of Addressograph Changes
OEM- 82 Personal Interview Sheet
OEM- 83 Record of Interview

CSM* 85 Classification File Card
OEM- 86 Vacation OhoicQ
OEM- 87 Field Purchase Authority (bisoorltlnued)
OEM- 89 Order Blank for Rubber Stamps
OEM*“90 Service Report
OEM-91 Persorme Transfer Form
OEM- 94 File Designation - Correspondence (3 x 5) Single Copy
OEM- 100 Docket Contonts
OEM- 106 Record of Moving Telephone and Equipment
OEM- 108 Cumulative Overtime, Compensatory Leave Blank (Detail Record Shoet)
OEM- 115 Copies of Transuor ation Requests
OEM- 118 Requisition Register
OEM- 132 Report of Activities
OSM- 136 Photostat Cost Sheet
C?M- 137 Automobile Dispatch
GEM-138 Tickler Form
0511-141 Referral Record
OEM- 165 Monthly Narrative Report
0 . 166 Monthly Report on Application Listed
03M-167 Summary Ropor of Monthly Operations
C~M- 168 Report on Registrations for Public Dofonse Housing Projects
03H-169 Monthly Report on Vaoancios li/s od
OEM-169a Form L - Monthly Report on Vacancies Listed
OEM-170 Summary Report of Monthly Operations - Yacanoios and Applications
C 1 76 Lo terhoad, OEM., No ico of Canoo1lati on/~mendmont to
CEM-176a Paper, Tissue, ITotico of Canccllation/Ainondiriont to
03M-188 Issuo Slip

( 1190 Purchase Order - Invoico and Roooipt Rogistor
OEM-196 CorrospondcncQ Filo Card

e -211 Report o Irrvestiga ion Unit (Employoos who took oath)
mMi-230 Remittance 'Rggistor
OEM-251 Special Tegs
CEM-260 Discount Date Expires
@IM-262 Sorvico Roquost Eoforonco

AM-289 Toll call CGrtification A cichmQiit
OEH-294 Inter Offico Momo Coordinator
OEM-295 Roforonoo Control Slip (Intor**AniGrioan Affairs)
OEM- 302 Routing Slip

CEM-304 dministra ion Susponsion S atomoirfc
G3M-304a Statomont (Tissue)
OEM-329 Porsonnol Card « 3 x 5

971742



#3

Form. Number

OEM- 342
OEM- 347
OEM~353
OEM- 368
OEM- 376
OEM-377
OEM- 378
OEM- 379
OEI1-330
OEM- 331
OEM- 382
OEM- 383
OEM- 384
OEM- 385
OEM- 386
OEM- 389
OEM- 390
OEM- 392
OEM- 39¢
OEM- 394
OEM- 39S
OEM- 396
OEM- 397
OEM- 406
OEM- 430
OEM-4 6
OEM- 482
OEM- 491
OEM- 493
OEM- 501
OEM- 502
OEM- 508~
OEM-511
OEM- 524
OEM- 526
CSM- 527
OEM- 528
OEM-530
OEM-531la
OEI-534
OEM- 536
OEM- 540
CEM™542
CRH- 543
OEM- 563
OEM-563a
OEM- 563b
OEM-563c
OWi-56Sd
CS.M- 564
OEM- 569
OEM-570

9/1/42

OFFICE FCE EMERGENCY MANAGEMENT FOMS

Operators Control
Leave Status Card
Personnel Record Card for
Daily Referral Report
Advice of Allotment

Advicfe of Change of Allotment
Miscellaneous Obligation Record

Desoription

Disbursement Record Card
Collection Record Card
Infomation Card

Contrac

Transpor a.tion Reques

Tax Exemption Cor

Identification Card Accountability Rscord
Administrative Suspension Statement for Fiscal

Visible File 3 x5

Accoun ability HOO0Ord

ificato Aocoun ability Record

Voucher Record Card

PurchasQ Order

« Field (sets)

Requisition » Field
Check Transmittal
Issue Slip

Inventory Card (Front and Back)

Stamp Report

Attendanoo Record
Leave Record Card (Front and Back)
Statomont of Accoptanco

Mossongor Call

Slip

Recoi*d

Ovoirtirae Loavo Slip

Emorgoncy Card (Nm®"so’s ftooord)

Issuo Card

Journal

Transcrip

Report on Limitations

Rgquest for Design and Approval

(Discontinued,

of Form

Use

use OEM-42)

Report on Condition of Allotments and Limitations
Tolophono Bid - T

Communications Expondi

abulation

uros Broakdown

Report of Chango on Salary Status
Advioo of Porsonnol Action
Property Nuiribor Register
Tolotypo Number Shoot
Tolotypo Mosaago
Loavo Rooord

Advioo of Allotment Limitation

- 5 x 8

Tolcphono Mocsago Pads
Work Shoot

Advico of Chango
Progross Roport

tt
it
n
tt

it
L]
ti

in Allotment Limitation

Notico of Back Order

Chango

in Tolophono Listing

Light Groon

Quarterly Estimato of Roquircmonts for Offico Equipmont



Form. Number

SF-1
SP-2
SF-3
SF- 3a
SF-4a
SF-6
SF«7
SF-8
SF-9
SF- X4
SF-14a
SF-17
SF-18
SF-19
SP"20
SF-21
SF-22
SF-23
SF-24
SF- 25
SF- 25a
SF- 26
SF-27
SF-28
SF-30
SF-51
SF- 32
SF- 33
SF- 34
SF- 35
SF- 36
SF- 39
SF-40
SF-41
SF-42
SF-43
SF- 46
SF-47
SF-48
SF-49
SF-50
SF-57
SF-58
SF-1012
SF-10X2a
SF»1012b
SF-1012c
SF-1012d
SF-1012o0
SF” 1013
1013a
3F-1013b

9/1/742

STANDARD FORMS
Description

Requisition for Printing and Binding

Government I”ease

Estiimtes of Appropriation Required

For us© in preparing Schedules of Obligations

Change in Civilian Personnel

Personal History Statement

Service Record Card

Oath of Office

Report of Shipment

Telegram - Official Business - Government R~tes - 8 x 10g-)
Telegram Blanks - 5 x 8 )}
Report on Probationary Appoijptoe

Transportatioh Request HoMi*xer

Bond liidottnity Advance ,

Invitation of Bi<Ss (Con~tit"uetion Cohtt at5'cs)l

Form of Bids (Construction Contracts)

Instructions to Bidders (Confetruotion and Supplies)
Form of Contract (Cons ruction)

Form of Bid Bond (Construction and Supply)

Form of Performanoo Bond (Construction and Supply)
Paymori Bond (Construction)

Drivor*s Report of Accident

Imres igating Officer*s Report - (Accidont)

Claim for Damages

Invitation for Bids (Supply)

Form of Bid (Supply)

Short Form Contract (Supply)

Invitation, Bid and Accoptanco

Form of Annual Bid mbond (Supply)

Form of Annual Porformanoo Bond (Supply)100 sots por pad
Continuation Sohodul® for SF-31 o0i;S3

Roquost for Cortification

Contract for Tolcphono Sorvico

Form of Contract (Coal)

Instructions to Bidders (Coal)

Purchase Condi ions (Coal)

Roquost for Transfer, Roinstatomont, Chango in Status
Porsonnol Affidavit

Pads of 100
Pads of 100

Recommondation for Classification (Ramspock Act & Soot* 1-8743)
Rocomnonda ion for Classifica ion (Hamspock Act & Soct# 6-8743)

Changes in Civilian Porsonnol
Applica ion for Fodo:re.l Employmorrb
pplica ion for Fodorcil Employmont - Continuation Shoot
Vouchor for Roimburscmont of Travol Exdoiisos
Carbon Shoot for SF-1012
Continuation Shoot for SF-1012
Carbon Shoot for SF-1012b
Cash Rocoip Book
S atemont of Travol by Motor-Vohiclo
Pay Roll for Forsanal Sorvicos
Continuation Shoot for SF-1013
Carbon Shoot for SF-1013 n



#2

Form Number

EF- 10130
SF-1013d
SF-10130
SF-1014
?F-1014a
- 1015
B 1015a
SF- 1015a
SF 31016
SF- 1016a
SF- 1016b
SF- 1016b
SF-1017G
SF-1019
SF- 1023
SF- 1027
SF- 1033 =
SF- 1034
SF- 1034a
SF- 1035
SF- 1035a
SF- 1036
SF- 1038
SF- 1038a
SF- 1039
SF- 1041
SP- X044
SF- 1045
S?- 1046
SF- 1047
SF- 1048
SF- 1049
Sf- 1050
SF- 1052
SF- 1053
3F- 1054
S?- 1054a
37- 1055
SF- 1058
SF~1058a
SF»1058a
SF- 1059
SF- 1060
SF- 1061
3l 1062
S~-1062a
v 1062b
3?- 1064
oF- 1065
"- 1067
-1067a
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STANDARD FORMS
Description

Carbon Sheet for SF-1013a
Payroll Form, Original Short Form
Carbon Sheet for 3P-1013d
General Lodger (Heavy-Whit6)
General Lodger* (Heavy-double sheet)
Allotment Ledger (Heavy Buff)
Allotin3nt Lodger (Heavy-doubXo sheet)
Allotment Lsdger (Manifold) 1 |- x 1&]-
Distribution Lodger (Heavy White) unruled
Allotment Ledger
Distribution Ledger Sheets
Distribution Ledger Sheets
Journal Voucher Sheets
Account Current ~ raemo
Voucher Distribu ion Card
Requisition for Disbursing Funds
Identification Card
Public Voucher for Purchases and Servioos
u n S - o
H H Continuation Sheet for SF-1034
H Carbon Sheet for SF-1035
Statomont and Certificate for Award
Application for Advance of Funds (Bond)
Applica ion for Advance of Funds
Statement of Advance of Funds for Travel
Affidavit
Sohodulo of Collections
Summary of Collections
SchoduXe of Transfers and Refunds
Fublic Vouchor for Refunds
Public Vouchor for Refunds
Public Vouchor for Rofunds
Public Vouchor for Refunds

(Heavy) 10~ x 16
(Thin)

(Plain)

(Sooond Shoot)

(Memorandum Yollow)

Statomont of Advertising Ratos - G*P«0* - 51120

Advortising Order - GeP. . «& 51121

Public Vouchor for Advertising < G,P,0» e 51122
" M M - &=?.0. - 51123

Applications Tfor Riyraoirb Dug Docoasod or

Govornmont; Bill of Lading
1, Momo copy
L} n

- KL)

Govornmont Bill of Lading = Tomporary Rocoipt
Cortifioato in Liou of Lost Bill of Lading
Continuation Shoot for SF-1058
Carbon Shoot for SF-1062, Yellow

" " « 1 ,, Salmon
Schedule of Disbursomonts
Summary Statomont of Disbursomont
Public Voucher for Transportation of Passongors
Carbon Shoot for SF-1067 (Momo)

Carbon Sheet

Expenses (to accompany SF-1038)

Carbon Shoot

Incompotont Bmployoos



#3

Form Number

SF-1067b
S?«i1067
LF-1068
SF-1068a
SF-1068b
SF- 10680
SF- 1070
SF-1071
SF: 1071a
SF-1072
SF-1072a
SF-1073
SF- 1074
SF-1074a
SF-1074b
SF-1074c
SF-1074d
SF-10740
SP-1075
SF- 1076
SF-1076a
SF-1077
SF-1030
SF-1080a
SF-1080b
SF-1080c
SF-1081
SF-1089
SF-1090
SF-1093
SF-1094
SF-1095

SF-1096

ST  ARD FORMS
Description

Voucher for Transportation of Passengers (Memo continued)

« « « ]| M H if 1
Public Voucher forTransporta ion of Freight and Express
Public Voucher forTransportation of Freight and Express
Public Voucher furTransportation of Freight and Express

" > " T, Memo- Cont =Sheet
Schedule of Civil Service Retirement and Disability Fund Credit
Mi leagti V uoner
9 »

Pay Roll- Industrial
Pay Roll for Personal Services

Pay Roll- Industrial
Pay Roll for Personal Services, Miscellaneous
r u Continuation Sheet for 1074
u " 1 M n Carbon Sheet w M
M u H u H n n for SF-1074a
Payroll f6r Personal Services, Miscellanoous
" " w 0 u Carbon for SF-1 74a
Pay Receipt for Cash Payment
Special Per Diem, etc” taymeirfc G.P.O. - 511
" H tf It U ft fl

Schodulo of Compensation Dsduction Vouchor

Vouchor for Adjustments Botweon Appropriations and/or Funds Vhite)

Memorandum for Form SF-1080

Collootion Vouchor for Por*m 1080

Memorandum for Form 1080b

Schoduio of Adludtmonts

Schodulo of Av.vanoos

Teiophonj Soivioo Statomonb

Schodulo of Deductions

U. S* Govcrnmont Tax Exemption

Summary Statemunt of Disbursomonts and Colloctions by
Appropriations imitations

Schodulo of Vouchor Deductions

SF-1097- Rov* Request for Gcrroctions in Appropriation Fund, Limitation and

SP-1098
SP-1099

9/1/42

Official Project Account
Schodulo of Cancollod Chocks
Signature Card



CIVIL SERVICE FORMS

Form Number Description

CScC-6 Application Trades and Skilled Occupations

GSC-8 Application for Position

CS0-12 Residence)

CSC- 14 Application for Veteran Preferonco

CSC- 124 Declaration of Appointee

CSC-124b Declaration of Appointee, Field

CSC- 375 Temporary,Appointment, Transfer, O©to.

CSC-12S6a Regarding Political Activity

CSC-1769 Affido."vi*b at3 to nuttibQr ofl members of family in government
CSC- 1890 Request for Certification - Original Appointment
C3C- 1992 Letter of Inouiry, Availability Statemoni:

CSC- 2390 Fingerprint Chart

CSC- 2413 Cortifioa. o of Medical Examination

CSC-2473 Establislimont of Dato of Birth

CSC- 2552 Approval- Bond

CSC- 2552 Approval- Tissue

CSC- 28106 Rotiromont Rocolrd Card

CSC-2806a Dummy i“or Sotir*cmont Form
CSC-2806-1 pesignation, Chan”o or Revocation of Bonoficiary
C8C- 2807 kogistor of

CSC- 286 Roquodt for Servico Hooord

CSC-2888a Application for Entry on Emorgoncy Roplacomont List
CSC-2931 Classification Shoot (Whito)

CSC- 2931 Classification Bhoct (Pink)

C3C-2933a Establishment of Dato of Birth

CS0-2948 Affidavit an to Marital Status and Members of Family
CSG- E968 Classification Pay Scalo

CSC- 3001 Application for Rotiromont Annuity

CIS - 300 l1a Application for Joint cmd Survivorship Annuity

CSC- 3002 Application foi- Rotiromont on Account of Total Disability
CSC- 3005 Application for Rofi.md of Rotiromont Deductions

CsSC- 3008 Bonoficiary Rocord Card

C3C-30X2 Application for Sorvico Crodit

CSC- 3052 Record of Uxiusod Portion of Tiokotfs Retained
CSC-3200 Civil Service Rating Form

CSC- 3201 Sorvico Ratir”™ Form

CSC-3257a  Report of Employment and Pajrrolls in D. C«

CSC-3257b Report of Emplo”mont and Payrolls - Outsido D.C. (Proforonoo)
CSG-3267a Mono to Doctor ro Physical Examination

CSC- 3280 Instruction Shoot for CSC-3257b

CSC- 3456a Instructions for CSC-3464a

CSC- 3464a Instruction Shoct (PorsonnoX Information Shoot)

CSC-3464b Personnel Inform ion Shoot

CSC- 3465a Porsonnol Informa ion Shoot

CSC-3471 Election to M*ko Voluntary Contributions

CSC-3519d Somi- Annual Roport of For co-i.ocount

CSC- 3696 Rgcommondation for Classification under Excc* Order 8744

CSC-3758 Roquost for Trr.nsfcr under Section 2 of Exoc, Order 8833 of 6/26/42
CSC-3821 mApplication for A tornoy Positions

CSC- 4006 Application Card
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COMPENSATION ACT FORMS

Form dumber Description

CA-1 Employees Notice of Injury and Original Claim for Compensation and
Medical Treatment

CA-2 Official Superior*s Report of Injury

CA-3 Report of Termination af Total or Partial Disability

CA-4 Claim for Compensation on Account of Injury

CA-5 Claim for CoripQnsation on Account of Death

CA-8 Claim for Continuance of Compensation on Account of Disability

CA-10 Right to Compensation for Personal Injuries of Civil Employees of

the United States (Poster)

CA-U Right to Compensation for Personal liijurios ofCivil Employees of
the United Statas under Federal Compensation Act of September 7,
1916, as ended

CA-12 Claim of Widow or Widower for Continued Compansation on Account of
Death
CA-13 Claim of Guardian of Minor Children for Continued Compensation on

Account of Doath

CA-14 Request of Depondont Parents or Grandparents for Additional
Compensa 10n n ccourrfc of* Death

CA-16 Request for treatment of Injuries Under tho United States Employoes*
Componsaticn Act

CA-16 SPECIAL - Roquost for Troatment of Injured EmployooS of tho
ViTorks Progross itdministrati on (Physician»s Ropoi*t)

CA-17 Rogquost for Troatmont of Injury under Unitod States Employoosl
Componsation Act IAMlion Causo of Injury 1is in Doubt;

CA- 17 SPECIAL - Roquost for Examination Works Progress Administration
(Physician’s Report)

CA-32 Roport of Hernia

CA-42 Affidcivi®b Rclationg *o Hoprwsoil"tci"bivos of* Dooocisocl Employoos

CA- 43 AfFfidGTit of Undortakor

CA-69 Claim for Contini”nco of Compensation on Account of Disability

CA-S-69 Public Vouchor for Sorvioos and Supplios of Hospitals and Physicians
CA-95 Claim for Continuanco of Componsation on Account of Disability (Salmon)
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UNITED STATES TREASURY FORMS

Form Number Description

TIST-1 Purchase Authority (Discontinued)

"UST- la Purchase Authority Continuation Sheot (Discontinued)

UST-C-1 Report of Informal Bids

UST- A- 2a Advice of Chang® in Project Authorization

UBT- A- 3 Advice of Allotment

1JST- A- 3a Advice of Change in Allotment

UST- A-3Db Advice of Allotment (Continuation Sheot)

TJIST-A-4 Voucher Distribution Sheet

JST- A- 4a » ® ft

UST- A-4b Travel Voucher Distribution

UST- A-5 Notice OF Miscellaneous Encumbrances - "White

UST- A-5

UST- A- 5& Encumbrance Increase or Reduction - Blue

UST- A*6- Rev# Requisition for Purchases (Wliite)

UST- A- 6- Rev. » » M (Yellow)

UST-A*%'B-a Continuation Sheet for UST-A-6 (Rev*) White

UST-/i*-6b-d M A Requisition for Purchase = Yellow

UsST-? Roquisition for Proourement Division Stook

UST- A-7 Requisition for Procurement Division Stock (Purohaso Order) IWhite

UST-A-7 " e - “ O . « ) Pink

UST-A-7 Continuation Sheet for A-7 Purchase Order tPink)

UST-A-7 Continuation Sheet for Purchass Ordet-  (Whi-bo)

UST- A-8 Rocoiving and Inspection Report (Whito)

UST- A-8 Rocoi”/ing; and Inspection Report (pink)

UST-A-9 Domestic Origin Cortificato

UST- A- X1 Signature Card

UST-B-11-H Allotmont Lodger

UST-D- 53 Payroll Routing Slip ('Whito) Rovisod

UST- D- 53 Payroll Routing Slip (Salmon) ”

UST- 59 Roport on Delinquent Contractors

[JST-727 Tax on Tolograph and Tolophono Sorvicos and Transportation

TUT-731 Exomption Cortificato

UsT-827 (Title Not Known)

UST-1655 Agont Cashierls Roport Form

§T!T-1669 Roquost for Transfer of Funds of Disbursing Offico Accounts

UST-1686 Sigm uro Card

JST-6569 Powor of ttornoy by Individuals for tho Collection of Checks

UST-6570 Powor of Attorney by Individual for tho Collootion of a specified
Cho k Drawn on tho Trcasuror of tho United S atos

NST- 657X Powor of..Attornoy by Corporation

TST- 6599 Cortificato of Doposit

JST- SP0O-6 Notioo of CancoXlation (Rovisod)
"1ST-SPO-24 Notico of Adjustment (R"ovisod)

971742



GE1®1UL ACCOJNTING OFFICE F m>IS

Form Number Descripti on
GAO- 2085 Reply to Exceptions

GAO- 2085 Ditto (thin sheet)

GAO- 2085 Ditto (Continuation)

0402093 Salary Record Card

MISCELLANEOUS FORMS

Form Number Description

PR 0O 2900 Statement of Fair Market Value (Rov¥*)

PSO06 Federal Works Agency, Public Building Administration Travel Memo Books
H-150 Rationing Form

Budget and Finane9 Travel 75, 8 x 10

Travel Mono

Travol Regulations

Travelers Guido

Handbook for Now Employoos

Follow-up Slips, Yellow

Annual and Sick Loavo Laws and Rogulations
Tray Sip™s nlnaoning™>

Tray Signs H ut;gGi:ng"

Timo Shoot

Instructions to Travelers

NATIONAL DEFENSE SAVINGS FORMS

Form Nuni>or Doscripti on
NDS- 1 Group Ag nt*s Roport
-2 Ropor of Plod.gor and Purchaser
-4 Voluntocr Purchases Roport
1'iDS«6 Stamp Purohaso Schodulo
S-7 Issuo Schedule, Defense Savings Bonds, Sorios E
10S-8 Somi- Monthly Roport of Pledges and Purchasos
QUARTERMAS FORMS
QMC- 229 Registration Card
QMC- 237 Drivors Trip Tiokot
QIAO- 248 Motor Vohiclo Sorvico Rocord
QJ,I[C- 24 Dispatchers Rocord
WD- QMC- 389 Deposit of Chocks
W - 400 Requisiti on
QMC- 401 " (oxtra shoot)
QMC- 430 Rocoiving Roport
QMD- 434 Shipping Tickot
QMC- 438 Daily Abstraot of Issues, Fuol# otc.
QMO- 440 Monthly Abstract of Issuos, Fuol, otc«
QMC- 445 Over, Short and Damaged Roport
QMC- 489 Tally Shoot, Incoming
QMC- 490 Tally Shoot, Outgoing
QMO0504 Parts Ilcquisi ion

9/1/42



R RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

BULLETIN NO . 17 September 3,1942
TO: Regional Office Personnel
SUBJECT: Outgoing Mail

A great deal of overtime work in the mail room is being caused
by the fact that a iai"ge volume of outgoing mail does not reach
the mail room until after 5:30 P.M. In the past, this condition
has been largely unavoidable. t appears possible now, however,
to make some improvement in this situation.

Your cooperation is requested to the end that all outgoing mail
may be in "out"™ boxes by 5:00 P.M., thus reducing the amount
of overtime lecessary in the mail room.



WAR. RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

BULLETIN NO, 3}8. September 8,1942
TO; Regional and Project Personnel
SUBJECT; War Savings Bonds

In view of the many inquiries being received on the deliveries
of War Savings Bonds under the payroll deduction plan, we offer
the following information:

Ordinarily, yonr bond will be delivered to you on the pay day
following that on which payment is_ completed. Due to a shortage
of forms in the bond- issuing office, and because of the time re-
quired to set up their records, delivery of the first bonds will
necessarily be somewhat late. It is anticipated, however, that
subsequent bonds will reach you on schedtile.

Duncan Mills
Administrative Officer



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

BULLETIN NO . 18, SUPPLEMENT NO .1 September 29,1942
TO: Regional Office and Project Personnel
SUBJECT War Savings Bonds

The first bonds issued to MR Relocation Authority employees under
the payroll deduction plan are now in the process of being delivered.

Immediately upon receipt, it is requested that each employee examine
his bond carefully. In case of any error in the bond, such as error
in name of registrant, effective date, address, etc” the employee,
if in the regional office, should return the bond to the Regional
Fiscal Office vt ith a written statement covering the correction to be
made . In the project offices, the bonds should be returned to the
individual who distributes the bonds, or such other person as may be
designated.

Your prompt return of bonds on which errors have been made may per-
mit corrections to be made in the local Disbursing Office. A delay,
however, may necessitate sending such bonds to the Treasury Department
in Washington for correctione

E. M. ROWALT
Acting Regional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

4 > September*16 ,1942
BULLETIN NO . 19
TO: Regional Office Personnel
SUBJECT: Surgical Care and Hospitalisation Plan -

There are probably many employees in the San Francisco Regional Office
who would welcome an opportunity to be free of the ever-present worry
over the financial imp ications of a prolonged illness or.a serious
accident, A small group of your fellow v/orkers who would like to help
you and themselves obtain security in such an eventuality, want you to
consider the plan, offered by the California Medical Profession and the
Hospitals of California. This is known as the. Group Hospitalization
and Surgical Care Plan, Membership is extended to individual employees
but they must join as a group composed of at least 7 ™ of ,t’.e Staff™
Unless 7 ™ of us can unite jfor this purpose, none of us wilj be eligible
at the low rates quoted herein. After reading the following description
of the plan| please complete the attached form and return .to Mr. W, T.
Nute, Room 380jJ who is serving as Temporary Chairman'of trifeCommittee

MALE - Male employees at a cost.of $1.15 per month ar™ entitled to the
following services at no additional expense 1o, themselves?

1 . Surgical Service - consisting of all major or minor
operations and t”e treatment of fractures, and dislocations#
Also X-ray and aboratoiy service while confined as a bed
patient in a hospit.ar.*

2. Hospital care for 21 days’ per year for each illness or
accident from a separate cause<
Patient will be in a room of 3 or more beds.

(1f a private room is desired a credit of. °5* per

day will be granted by the Hospital Plan to apply
to the private room bill.)

Hospital care includes:

a. Coat of meals; y -
b* Nursing care;

c* use of operating room;.

d« Surgical and anaesthetic suppliesj

e. Use of cystoscopic room and supplies;

f, Splints; casts; and dressings; ?

g» All necessary drugs.



FEMALE - Female employees are entitled to the same Service at a
cost of One “"nd 55/1 (1;55) Dollars per month*

HUSBAND
AND WIFE- Any Married employee may include his or her spouse at a
cost for both of Two Dollars and 75/1  (¢2.75) per month.

FAMILY - An employee may protect himself and his family (total of
three or more persons) at a cost of Four Dollars (%4 .00)
per month.

LIMITATIONS ON THB SURGICAL SERVICE:

1 , Non-surgical Obstetrical Cases are not eligible under
the plan.

2* Intentional self-inflicted injuries or diseases are
not covered by the plan.

3. The service does not include diseases and injuries of.the
jaw which are customarily treated by dentists* ¢

LIMITATIONS ON HOSPITAL SERVICE:
1. Obstetrical care is provided only on family service
agreements which have been continuously in effect
for a period of ten months or more and does not extend
to children named in the. agreement.

2. The Service does not cover the following

a. Diseases declared by law to be quarantinable.:
Zsuch as measles, diphtheria, scar et fever, etc,
X

- »

b. Pulmonary Tuberculosis after diagnosis.

c. Mental disorders.

d. Rest cures.

e. Hospitalization solely for diagnostic purposes,
£0R YOU _ YOUE FAMILY MEMBERSHIP IN THIS PLAN MEANS THAT:

No matter what happens to you or your family, you will
have no bills to pay for the complete surgical and hospital services
listed above, other than your regular monthly payments, regardless of

the cost of the treatment,

2* Existing conditions as well as future disabilities are
covered* No medical examination is necessary to join.



3. You or your family are admitted to hospital room and bed
by showing your membership card, without putting up a cash deposit
or arranging credit,

4. The best surgeons, from a list of 5,300 doctors, anywhere
in the State are available to operate upon you or your family at NO
additional cost to you.

5, Through your chosen doctor, you can choose any Licensed
hospital iIn the Bay Area. IT traveling out of the service area, and
in emergencies, service will be rendered in awy* legally operated
hospitai in the world.

6, These services are equally available to you and your
family including all unmarried children from 3 days of age to 19 years.

7. You may continue your membership if you leave your present
group or employment,

8, Continued protection is provided for Yyour wife and family
if you are balled into Military Service,

An Enrollment Fee of One Dollar ($1*00) is charged at time application
is filed. It 1s payable only once and covers an entire family.

The material presented above ng™ raise questions in your mind. Mr,
Nute, Room 3 , possesses additional information conceming this
plan and he vdll be glad to explain it in further detail or attempt
to clear up any doubt iIn yout mind as to the Services included. If
enough of us evince an interest m the plan, a meeting will be called
to consider further steps and hear from a representative of the Plan,

Q

E. M. Rowalt
Acting Regional Director



TO: WILLIAM T. MJTE:

I AM INTERESTED IN PLAN FOR: Check Proper Space

INDIVIDUAL MLE 1*15
INDIVIDUAL FSHIALE $1*55
HUSBAND Anp wife #2175
FAMILY

( 3 Or more persons)

I SHOULD LIKE TO KNOF MORE ABOIITE

WILL CONSIDER JOINING WITH 1/Y FELLOW WORKERS IN AN EFFORT
TO OBTAIN THE ADVANTAGES OF THE GROUP HOSPITALIZATION AND

SURGICAL CARE PLAN.

SIGNATURE OF EMPLOYEE



WINBI RELOCATIOrJ AUTHORITY
Whitcomb Hotel Building
San Francisco, California

BULLETIN NO, Z0 September 16,1942
TOs Regional Office Personnel
SUBJECT: Central Administrative Services Dispensary

For your information, we quote below Administrative Service Letter #39
issued by the Office for Eraergency Management:

"Under the supervision of the Personnel Department, CAS, a dispensary has
been opened in the Merchandise Mart, Entrance Room 243, for the following
purposes

1. To provide Tfirst aid and other emergency medical treatment
to all employees in the various constituent agencies of the
Off5.ce for Emergency Management and the Office of Price
Administration

2. To act as a receiving station for more serious cases prior
to a doctorls arrival or transfer to a hospital.

To receive and otherwise service all employee compensation
cases.

4. To provide advice to interested departments as to working
conditions in their offices as such conditions may affect
employee health.

"This dispensary is well equipped and service, of course, is without chargee
Employees are invited to raake use of the facilities as often as is necessary.
It should be remembered that this facility is for the express purpose of
improving and maintaining employee health. Thus, the National War Agencies
v/ill benefit from improved attendance records as woll as greater efficiency
from those who are enabled to remain on the job.

nMiss Rosolla Scott, R.N. 1is the Nurse in charge. Dispensary hours are,

daily from 8:45 to 5;30 PMj Saturdays 8:45 AM to 12:45 PM. Hours will be
extended in the event of sn emergency.

/N\

E. M. ROWALT
Actg. Regional Director



War Relocation Authority
Whitcomb Hotel Building
San Francisco, California

BULLFTTN Nxe 21 September 16,1942

TO:

Project Directors

SUBJECT; Shipment of Household Goods and Personal Effects

to He.location Projects.

Pursuant to established polic?/, the Xar Relocation Authority v/ill
transport the household goods and personal effects of evacuees to
Relocation Projects subject to the conditions outlined below:

1.

4*

Evacuee household goods arid personal effects stored in
Federal Reserve Bank warehouses now under the jurisdic-
tion of the War Relocation Authority, and such other
private warehouses as the \ar Relocation Authority may
Qes{gnatey will be shipped direct to the Relocation Pro-
jects .

For those evacuees whose household and personal effects
are in storage places not designated in (1)above, the
IVar Relocation Authority will move such household and
personal effects to Relocation Projects provided the
evacuee, at his own expense, makes arrangements to have
his household and personal effects moved from their
present place of storage to a central receilving ware-
house, the location of such warehouses to be designated
by the War Relocation Authority. The name, address and
location of such central receiving warehouses will be
supplied at a later date by the War Re ocation Authoritye

The privilege of moving such household and personal
effects from places of storage to authorized central
receiving warehouses will be limited to a period to be
prescribed by the ~ar Relocation Authority.

The Wartime Civil Control Administration will not allow
evacuees now in Relocation Projects to re-enter Military
Area No .1l or No. 7 for the purpose of making arrange-
ments or preparing household and personal effects for
shipment to warehouses as designhated or to be designated
later, or to Relocation Projects.

For the purpose of clarification, household and personal
effects which may be shipped (as provided above) are de-
fined as such articles of household furniture, kitchen
eauipment, and utensils, and clothing normally used iIn
connection with daily life at places of previous residence.



All costs pertaining to such
vided in Paragraph 2, this hu
account of t/e V/ar Relocation

the organization has been completed for handling this
? 3ects Will be furnished a list of storage warehouses
central receiving w&rehouses. At the same time the
111 be fTurnished tlie necessary form to be completed for

le shipments.



M R 35ELOCATIOLIT AUTEOHITY
TiThi comb Hotel Building
San Francisco, Califot*nia

November 4,1942

BULLETIN NO, 21, SUPrLISI TA

TO: PBOJHCT DIRECTORS

SUBJECT: DISPOSITIOH OF HOTJS™MHOLD M D PERSONAL EFFECTS, AND
OTHER IWACUE®"3 PHOFCTY.

The follov/ing procedure will be utilized in the disposition of
household and personal effects as v/ell as other evacmee property

1* The policy outlined in Bulletin No* 21 for the ship-
ment of household floods and personal effects no now
stored in government s orp.fe mil not be changed,

2* Cominercial property 1i.e. property other than
household and personal efj?ects, rece™.-ved for storage

by the Federal Reserve BSnl: and NOW under the juris-
diction of the Authority, till not be shipped to the
projoc s« In liou thereof, pemancrrfc waroliousos Tdll
be established a key point:s and all such conmcrcial
pronorty will bo hold therein ponding other disposition.

3. Household and personal effects now in storage
will bG shinped to ho projec s only upon acknow-
lodgment "by thG Projoc Directors of their ability

0 recGivo and dispose of ]Jlis proporty* Shipments
of such matorial vdlI™ in all instances™ be made only
in carload lots.

4*  The Authority vdll# aS rapidly as the need
warrants, assume jurisdictionovor evp.cuoe property
stored in Japanes© churches, halls® and other similar
places of private storage* That par of such property
requested by ho er cuogs Vill Hc forwarded to the
projects Sis outlined in previous policy stcvbemcri s*
That property not fori”~rded to the projects vdll bo
placed in oVGrnmGrrfc warehouses o 'IG established as
outlined in sub-pn.rr.~rr.ph (2) c.bove, r.nd hold for
further disposition* Inventories ivill bo m~dc of cMl
such properby on v/hich the Au 110ri y cissumos juris-
diction and vdll bo m~dc n p~rt of the porme-nent filos
of tho Transportation Division,



Bulletin No, 21 2
SUPPLBCTTA

5, It is understood that the policy outlined in Bulletin
No. 2 17?2dll bo put into offoot as rapidly its possible.
"Whon such property is received in quantities larger" than
the project fTacilities vdll imTrcdintoly accommodate, it
mil be hold until such 1iImo as tho projects advise thoir
ability to handle*

6. Property now in private storage may be shipped direct
to he project if svacuees desire so to do at heir.own
exioense*

E. R. FRYER
Regional Director



WAR RELOCATI10N AUTHORITY
Whitcomb Hotel Building
San Francisco,California

November 24,1942

BUL1ETBT I;0= 21 SUPPLEMENT B
TO: Project Directors

SUBJIICT: Location of* Central Beceiving Warehouses for
Shipment of Evacuee Household Goods and Personal
Effects

Follov/ing the policy established and set forth in original
Bulletin Ko# 21, together with Supplement A thereto, the warehouses
listed below have been established as central receiving warehouses:

CALIFORNIA
Fresno * 414 "F Street
Long Beach I 324 East 4th Street
Los Angeles 119 South Central Avenue
Sacramento J Front and nP f Streets (»PM Street Dock)
Santa Barbara 1025 Chapala Street
San Francisco 1595 Van Ness Avenue
Stockton : 517 North Hunter Street
Watsonville I Ford and 7/alker Streets
OREGON
Portland : 733 IT.W, Everett Street
vimmiGTOE
Seattle ; 208*-210 Third Avenue, South
Toppenish : Ritchey & Gilbert Warehouse

For the proper handling of this program each project has
been forwarded a supply of form WRA-83, which is be used by the
evacuees in requesting the forwarding of their property# Since the
evacuees must arrange for the sioving of their property from present
storage to the central receiving warehouses, it must be kept in mind
that one (1) copy of form WRA-*83 must accorapany property to such
warehouse and be surrendered therewith.

Under paraéraph 4 of Supplement A to Bulletin No. 21, which
provides a procedure for direct shipoient of evacuee property stored
in Japanese churches, halls# and similar places of private storage,



Bulletin Fo# 21 - E -
SI3PPLMENT B

the War Relocation Authority will assme responsibility for moving
property directly from any such place of private storage to proj-
eots, vthere requests have been received from 20 or more families
for shipment of their household goods and effects from such place*
Such shipments must be so arranged that all property to be moved
from any such warehouse may all be handled at one time* Where such
warehouses are under the control and supervision of an organization
or individual outside of a project it is desirable that such infor-
mation be furnished the Regional Office sc that a co-ordinated plan
may be arranged for handling the property* 1In instances where
access to and control of such p3?operty may be held by an evacuee it
is desirable that such information, together with an inventory of
the property and full details in connection iiherewitli, be furnished
the Regional Office* 1In every case the Regional Office should have
evidence of the consent of the person having control of the ware-
house to enter and remove the property# This consent should contain
a provision releasing W,R*A« and its agents and employees from any
liaMlity for oss or damage arising in connection with the removal
of the property*

It should be understood *fdd't oiLLy that property requested by
the evacuees will be shipped from private storage warehouses# Prop-
erty not shipped directly to projects from any private storage ware-
house "under the procedure above outlined will be left iIn the ware«-
house and control thereof returned to the individual or organization
having control of the warehouse except iIn instances where tihe owners
of such property have requested the movedlent thereof to warehouses
rnder the jurisdiction of the 17ar Relocation Authority*

Evacuee Property stored in the following places of private
storage will be accepted at its present location imder the terms
above outlined:

Hall
12 California Street
Salinas, California

Japanese Presbyterian Church
118 First Street
Watsonville, California

Gakuen Hall
57 Union Street
Watsonville, California

Japanese Church
769 Tenth Street
Oakland, California



Bulletin. No. 21 e 3 e
SUPPLEMENT B

Japanese School
2S3rd Street and Alameda Boulevard
Long Beach, California

Marylmo School
514 Sixteenth Avenue
Seattle, Washington

This office realizes that it may be necessary to establish
additional central receiving v/arehouses as well as to accept pri-
vately stored property at locations other than those shown above#
In order for this prograxa to be carried out promptly and Impar-
tially it is requested that all available inforraation which may
assist in the proper establishment of such warehouses be fonYarded
promptly to the Regional Office.

For economical reasons the program and policies outlined in
Bulletin No. 21 and supplements thereto, offered for the handling
of evacuee property, will be discontinued on Januaiy 31,1943

E,, R* Fryer
Regional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

BULLETIN JO. 22 September 50,1942

Regional Office Personnel
SUBJECT: Identification Cards
The following information must be submitted to the Administrative

Division for each person whose v/ork requires that he have an official
lIdentification Card, Form

1. Marne

E. Title

5. Official Station

4. Age, Weight and Height
5. Color hair and eyes

It will also be necessary that you furnish a full- face photo,
approximately Ijn square.

E. M. ROWALT
Acting Regional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

BULLETIN NO.2J. October 6 , 1942
TO: Regional Office Personnel
SUBJECT Eating on Mezzanine

The Whitcomb Hotel management has requested that the practice

of eating ".Lunch on the me”z.anine be discontinued. It is not
known w/bethei” any employees of the War Relocation Authority have
been accustomed to eating on the mezzanine, but, if so, it will
be appreciated if you will comply with the managements request.

No objection is made to resting and reading there.

(SIGNED)

E. M. Rowalt
Acting Regional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

mBULLETIN KO. 24 November 5,1942

TO: Regional Staff

SUBJSCTt Survey of Telephone Facilities

The Division of Central AdministrO.tive Services of
OEM has repoie= ed that the capacity of its present telephone
ins aHation has been reachedj and tham expansion of the War
Agencies served by CAS necessitates enlargement of facilities™*
The eleohcme company has agreed, provided it receives War
Production Board apDroval, to ins all a svatchboard with
unlimited capacity. The rev.r installation, if approved, vdll,
hovrever,. require several morrciis o complete and meanwhile
service must "be provided for expanding agencies.

To tnake he most efficient possible us® of existing
facilities, the telephone company 111 shortly begin a survey
of he load now being carried over all extensions served by
the present switchboard. This analysis may result in reduc-
ing tho number of extensions allowed some offices. Wqg hope
that any such reductions will only be temporary* Your coopera*
tion in this emergency will be appreciated*

Your attention is also called to the fact that sorvic#

mil be facilitated if the practice of making local office
calls by number rather than by name is unifomly followed.

Rogional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San FrancisoO, California

November 9,1942

HJIISTIN NO. 25

TO: Regi onal Staff

SUBJECT Working Hours

To conform with the recommendations of the ccxnmlttee
which, has been studying the San Francisco transportation problem,
the following working hours will become effective Monday,
November 16, for all employees of the San Francisco office of
this Authority:

Monday to Friday inclusive 8:00 A* to 4:45
(Lunch period 11:45 to 12:30 P*M*}
Saturday 8:00 A* M* to 12 noon*

Division chiefs will be responsible for the observeince



“AR REIDCiiTION AUTHORITY
Whitpcomb Hotel Building
San Francisco, California

November 9,1942

BULISTIN NO* 26

TO: Regional Office Staff

SUBJECT: Regional Office Inventory

Starting Tuesday, November 10, a complete physical inventory
will be talsen by the Property Unit of al Il 1l0ll- expendable property
in the Regional Office*

Division Chiefs will designate certain individuals who should
sign for property in any specific room or section#

The importance of this inventory is stressed and your coopera-
tion will be appreciated in order that the inventory may be completed
by November 15#

As of November 10 property imist not be ezchanged or transferred
from one room to another except by the Property Unit* T/henever moves
or transfers are contemplated, tlie Division,s property custodian should
call Local 200 Tlie Property Unit w and adjust
the property records accordingly*

Regional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

BULLETIN NO# 27 November 19,1942

TO: Regional Staff

SUBJECT: Hours of Duty - Thanksgiving Day

Teletype advice has been received to the effect that
the Director has issued an Administrative Notice which reads
in part as follows

TOn Thanksgiving Day, November 26,1942, War "
Relocation Authority offices will close at noon*
Division heads may grant a full day*s absence
to those of their staff who can be spared from
their work*~

This information has been tr8lsmitted to tlie projects
in this region by wire.

Acting Regional Director



WAR RELOCATION AUTHORITY
Whitcomb Hotel Building
San Francisco, California

December*14 , 1942

BULLETIN 1M0. 28

TO: Regional Office Staff and Project Directors

aiBJECT: Discontinuance of San J"rancisco Regional Office

1> Effective date of discontinuance.

At the beginning of business on December 15, 1948, the San
Itancisco Regional Office of tlae War Relocation Autiiority will
cease to exist as suche This 1is in accordance with an order of
the Director.

I1* Status of Regional Office Employees after December 15-

All employees of the Regional Office reioaining on duty 1in
San Francisco after December 14 will function as members of the
staff of the Washington Office until they are:

A Transferred to the Washington Office.

B. Transferred to a Helocation Center*

C. Assigned to the proposed San Francisco Field Office.
Transferred to another Government Agency.

E* Terminated*

I11* Administrative Relationshipse

A* All Regional Office personnel.remeining in San Francisco
after December 14 will report, through their Division
Chiefs, to their respective fTunctional heads 1in
Washington. (For example: Personnel of the Employment
Division will report through Mr. McEntire to Mr* Holland,
in Washington).

B. Project Directors have been instructed that they will
be responsible to the Director rather than to the
Regional Director, effective December 15* All project
correspondence formerly directed to this Regional Office
will be directed to Washington, beginning on that date,

exceptd
1* Requests for Mlitary travel permits
2* Inquiries regarding deferred evacueese-

3# Correspondence regarding evacuee -
property and possessions.



Handling

Requests for transportation of evacuee
household goods.

5« Correspondence regarding the procurement

establishment of the mess operations
section in Washington,)
6* Certain other minor matters.

Beginning December 15 all correspondence from this
office to the Washington Office will follow the newly
established lines of administrative authority* In
other words, correspondence will flow through the divi-
sion chief in "this office to the respective functional
heads in the Washington Office. All such correspond-
ence will, of course, be in the nature of inter-office
nBmoranda since the personnel in San Francisco will be
pert of the Washington staff* Insofar as possible
this office will discontinue corresponding with the
projects after December 15, except on the matters listed
in Paragraph 111 B, 1 to 6= Letters or telegrams re-
ceived in this offiee from projects, after December 14,
which rsQuir©® an answer, will bO forwarded "to Washington
for reply, if time will permit Or unless the subject
inatiljer is of an exiireioely routine nature* Whers time
will not permit or where the subject# of the correspond-
encO® is a nia*olier of lit;i5l.e consequencsj *bh6é division
chief concerned in this office may reply to the Project
Director# This au“thoriza“fcioii should not be considered
&s a prOcedent, iiowever, sine®© this 1is a "beiaiDOrary
arrangement subject to future insturctions issued by the
Ejrector in Washington as to how his staff will func-
ion.

The Office of the Regional Director will have no further
formal jurisdiction over employees remaining in the
Regional Office after December 14.

of Mails and Files

Shortly after December 15, the Adioinistratiye Officer
will sel;a cut-ofl» date afl;er which the preseni; pro-
cedures for handling mail and files will be discon-
tinued. Following the cut-off date mail received in
this office not pertaining to matters mentioned in
Paragraph 111 B, 1 to 6, will be forwarded, unanswered,
to Washington for attention at that point. Immediately
after the cut-olT date the personnel of tlie and
prepare the files for shipmeiit. When
oliis has been complslied "the files will be shipped 'O
Washington, with the exception of such material as will
be retained here in connection witli Military permits,
deffered evacuees, evacuee property, procurement of
subsistence, and transportation of household goods.

(Signed) Harvey M, Goverley
Acting Regional Director.



